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APPLICATION FOR RECORDS DISPOSITION STANDARD

/ - R
INSTRUCTIONS: Prepare in duplicate and forward td the Records Management Analyst, Management S_vstems Division
3. Dept., Division, Subdivision & Administering Office Address ! F'O.R RECORDS MANA_GE“ENT DIVISION USE
Department of Transit Operations \Date Recoived  Application No.  Date Completed

Transportation Engineering and Evaluation " 7. '
401 West Peachtree, N.W. 23rd Floor AUG - 5 1977 77-247 AUG 15 1977

Atlanta, Georgia 30308 1. Application 2. Dept. Application No.
"4 Person to Contact 5. Working Title 6. Talephone Number
Harold Bolt Manager of Bus Scheduling  586-5330

-
7. Acuon Hequesled
a. B Establish Retention Schedule; record will continue 10 accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.

c. [J Amend Application No. Check One: [J Change; [ Supercede; (3 Void
"8 Dates of Series 9. Records Series Title {followed by title used in office; if different)
Earliest L atest

Pre-MARTA Present | Routes Development File (Routes Files)

1

10. Division and Office Function “What is the function of the Division and the Office in which this record series is created?

This Division researches, schedules and coordinates with the Trans-
portation Division for all bus and rail services, both scheduled and Special
Services such as Charter, Sight-seeing, Contract, E&H, Tripper, etc. This

ment Program, both capital and service elements. Also, TE&E represents DTO
on most subject areas that require input from various responsibility areas,

search dealing with operational subiects.

Division monitors the utilization of the services, reschedules for appropriate
usage levels, and reports all resulting operational statistics. This Divisioh
has major responsibility for actualization of the Short-Range Transit Improve}

(for example, TMIS, Fare Collection, Rail Start-up, etc.) and performs all re}-

s

‘ } . . - L
11. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: Royuting, timing, service, areas served, requests satisfied,

or service changes for each route of the system.

Included are:  1etters to and from riders, local legislators, local municipal
authorities; inter-office memos, -notés on development rationalg any and all
relevant material to the route as actually operated.

File i d: i
e s arrange By route-numbering system.

12. Monthly Reférence Rare How often are records referred to which are

Onetosixmonthsold ___ 20 :Seven 10 twelvemonthsold 20 ______ ; Thirteen to twenty-four monthsold 10 :
twenty-five months and oider __l—_ ?

city or county government permissions to operate on streets, complaints, and/

13. Annual Rate of Accumuaion of Records

Letter-size drawers ____.—= 1/2 .;legalsizedrawers - ;Shelves .. __; Other {specify}

3012 {3/76)
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YES__ NO | 14. Questionnaire (Place an "' X" in fhe proper column} ‘ . 4
= a. ls thus the official copy of the senes? ) . T T
,--x - 1 not. wheré is 7 & er el Yo A T S I S AT . .
_5- __- tf"":he serTeg%o”n'iain cd‘rffldenhal mformdﬂnb ‘requnmh_a’r;t—m;m cnle [é;v"c-yr_;;!gulanon - T
f X ;;,-_.x,rj sl e L, ey ..,nH rudh ' ; . )
1. o - i O S o
X | e is this a vital record? o __J _ ) . o e
POSSIBLY o, ﬂnf". Ihl"- sevies b nm historieal o lnnq term u--.tl wch vilue?
X e SR W ORI Iw:: ot m‘llm fibe m.ﬂu ugunu sseny o heep the entie Bile So o lomy penod, conbd Hiese documents He
scheduled separatelv’ f
= _X Is the mformanon contamed‘n)n this serues ever publrshed? f yes, attach copv o
' R : the mformation contained in this series evertna!yzed andfor recorded in a summarized report?
X If yes, anach copy :
] ”X " h. Istherea dupllcanon of this series in your office, or in another office or agency? . _'_
If ves, where? 7 _
) X i. s this series (or a major pﬂon of it) regularly microfitmed? Cren '*_ v
| | X _'i_.“DEeSLhE_Le%eMSUltmnlguter. prnIDUI?J_ P R " B
15. "Retention Requivements -~ -~ - - -~ The llowmg reqmres the senes to 5 be kept: - e iR
: Lot AT G ms N ey Ly - LT e e o) ._':5; TR T
a. State Law —_———_ years, d. Audit period —_— years.
b. Statute of limitation o years. e. Administrative feed 1 ) years.
¢. Federal Ia.w LI m-m‘ 2 ryears v aa: o £, Federa) retention instructions | ... — o —— Years.
Attach copy or excert of laws or regulations. Explain administrative need.
16. Approved Disposition Instructio:; This agency recommends that |he file series he cut 0If at the en:j—;f‘ ;ach ]

['] Catendar Year: [ Fiscal Year; (R Other _Upon,,shange_gﬁﬁhedule then,

") Hotd in the current filesarea .. _monthisl___ = _ __ year{s); then

3 Transfer to local holding area; hold ___.. _ yearls); then

-2) Transfer to Geete Records Center; hotd :

-] Destroy. TASE L R DR T v s . M e TR

(] Transfer to State Archives for permanent retention. T ‘ :

Qlomwf&w“WJ Upon change of schedule, place in [nacflve file; cut off [nactive file at
end of each calendar yéar; hold In current files area | year; then transfer.
to Records Center; hold 9 years; then destroy. : . ‘

vear(s}; then

These instructions apply to all prior and future accumulations of the series,

{Indicate brielly rationale for recommendations above/or write additional remarks):

17. APPROVALS

Avproved  Dgpartment Records Management. Offncer ]e Apprw Legal Couns T - Dafe
N ] .
... €. 2/77 M S 17N
pproved . _Divj Hegel/Desigitea o AppW Dl\lmonyfnx
. LEQLMV *C/La_ﬁ - ou@ . ‘ ﬁWZZ

5o | T ey

Date , Approved T MARTA Management Advisory Committee Date

Appro\.r:d'-

Ar;provod




